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HOW TO CREATE A TABLE SECTION

e You must run areport first and go to the results section. The table section will be created
from the information in the results section.

e You use the tables section to place alimit that you do not want to affect other pivots,
reports and tables.

e Remember any time you modify the results section; you are modifying everything in the
Report.
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1. Makesureyou arein the Results Section and <click> on Insert and then New Table.
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2. Thisisthe Table Section. The section is blank until you move itemsin from the Results
section. <Click> on the itemsin the lower left hand corner and drag them into the outliner.
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3. You have now added one column to this table.

Step 4:
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4. To add more then oneitem at atime, <click> on the fir st item and with the shift key

<pressed> and <click> on the last item you need. Thiswill pick up everythingin
between the first and the last item.

If you want different items and they are not together, <click> on each item individually
with the Ctrl key <pressed> during each click.

Page 3 of 4



6/5/2006
=1l x|
5 Eile Ed

View Insert Format Table Tools Window Help == x|
|| == =2 s
jD@@E|@nr] > @3] ol s | e oS 0@

Limits(0) Sort(Q) OQutliner Ry

Sections J Sort | Dreg Request ltems here to sort them
& DR J Limit | Drag Report Columns here to
BB Query
e Program = Document Number Vendor Code
Results ] 523405030 2199 14506200002 426085585ES = UEBOE22
ble | |523405030 2199 14606300002 426085585ES E . LEBOE32
| 523405030 2199 14606300002 426085585E8 * UEBOE32
| 523408030 3Nz 03276A12402 364069924 4 43639535337 FRCHUSER
| 523409030 1101 05ADJ100164 485740052E3 DAUGARD UJTRED4
| 523409030 1101 05ADJ100164 485740052E3 DAUGARD UJTRED4
| 523409030 1101 05ADJ100164 485740052E3 DAUGARD UJTRED4
| 523409030 1152 52085600003 345TANDARD 12345TANDARD ¢ ABCOUSER
| 1523409030 1152 52085600003 345TANDARD 12345TANDARD ¢ ABCOUSER
| 1523409030 1152 52085600003 345TANDARD 12345TANDARD ¢ ABCOUSER
| 1523409030 1152 52085600003 345TANDARD 12345TANDARD ¢ ABCOUSER
| 1523409030 1152 52085600003 345TANDARD 12345TANDARD ¢ ABCOUSER
= | 923404030 1201 541191R0014 220086200ES 10/05/04 *10/15/04 TRVLUSER
- H User 1d af | 523404030 1201 541191R0014 220086200ES 10/05/04 *10/15/04 TRVLUSER
- Financial Amount | 523404030 1201 S41191R0019 220086200ES 09/22/04 * 10/04/04 TRVLUSER
- F Undslivered Drder | 523404030 1201 S41191R0019 220086200ES 09/22/04 * 10/04/04 TRVLUSER
- Expended ltems i | 523404030 1201 S541191R0019 220086200ES 09/22/04 * 10/04/04 TRVLUSER
A Fiscal Year | 523404030 1201 S41191R0014 220086200ES 10/05/04 * 1015104 TRVLUSER
A Fiscal Month | 523404030 1201 541875R0047 220086200ES 10/M16/04 * 1112104 TRVLUSER
- Account Type | |523404030 1201 541875R0047 220086200ES 10/M16/04 * 1112104 TRVLUSER
- Vendor Mame | 523404030 1201 541875R0047 220086200ES 10/16/04 * 1112104 TRVLUSER
- F RUNDATE | 523409030 1202 05ADJ100164 485740052ES DALGARD LUJTRED4
- SYSTEM | 523409030 1202 054DJ100164 485740052E8 DAUGARD UJTRED4
- Obligations | 523409030 1202 05ADJ100164 485740052E3 DAUGARD UJTRED4
- Major BOC | 523409030 1203 05ADJ100164 485740052E3 DAUGARD UJTRED4
H Transaction Code | 523409030 1203 05ADJ100164 485740052E3 DAUGARD UJTRED4
~-Hn 523409030 1203 05ADJ100164 485740052E3 DAUGARD UJTRED4 f
eport Mame —
~E Closed Period Ind JJ 2
- Dpen Closed Frogram ,Boc , Document Mumber , Vendor Code , Reference Info , Gl Account, User |d , Financial Amount , Undelivered Orders . Expended ltems |, Fizcal Year . Fiscal Month
- Cunent Manth ccount Type , Drganization
< [ hd bl M 2 l

| 2728 oF 2123 Rows f—i

5. Once you have brought in everything you need from the results section, you can create a
pivot, report or achart using just thisinformation. This table may be sorted and limited
based on what you need for your charts, reports and pivots.

Note: If you create a column in the Results section, you must bring it into your table before you
can useit in any pivot, report or chart created off thistable. Once areport, pivot or achart has
been created off this Table, you must bring it into your table first before it will be availablein
your report, chart or pivot.
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